
Accepting a PO 

In SourceHub 



On the main screen of the SourceHub 
system, click on the Accept PO tile 

If this tile does not appear, the profile manager will need to add a role of “Service 
PO Reviewer” to your login. See the “Adding Roles” help document. 



Select the PO you want to accept from 
the left 



The PO you selected will appear. 
Ensure all information is correct. 



The Attachments button will show any 
attachments the UP user has added 



Select either “Accept” or “Reject” at 
the bottom 



When rejected, a rejection 
confirmation will appear 



Use the dropdown menu to select a 
reason 

 



Add comments in the comments box 
and click “Reject” 


